0:00
Hello everyone. My name is Dr. Poppy
0:02
Moon and I am the practicum and
0:04
internship coordinator at the US
0:06
University of Louisiana in Monroe. And I
0:09
just wanted to go through a little bit
0:10
of the technology that we use at ULM for
0:13
supervision. The first thing that I'm
0:15
going to show you is how to use Zoom to
0:17
set up a meeting with your student your
0:19
and if you're going to do supervision
0:21
with them, this is a way that you will
0:24
know how to use Zoom to be able to work
0:25
with them. Uh the next thing that I'm
0:27
going to show you is how to use Tivera
0:30
during the semester. Tivera is a program
0:32
that we use to house all of our
0:34
paperwork and all of our rating forms
0:36
for the students. And it has everything
0:38
that you will ever want to know about
0:41
using Tivera. And then the last thing
0:43
I'm going to show you is a video for the
0:46
students which is about a claim. And a
0:48
claim is the HIPPA compliant platform
0:50
that we use to upload and store all of
0:53
our recordings. Um it's private. It goes
0:56
along with HIPPA and furpa and it is um
0:59
something that we feel comfortable using
1:00
with our students. So you are not always
1:03
going to leave comments in a claim.
1:06
Probably your students will share videos
1:08
with you that's on their computer in a
1:10
claim. You can look at them there. But I
1:12
just wanted you to kind of be familiar
1:13
from the students end of what a claim
1:16
looks like. So after you watch this, if
1:18
you have any questions for me, please
1:19
let me know. My email is moonul.edu.
1:24
Thanks. and let's have a fun semester.
1:31
Hello everyone. This is Dr. Moon. I'm
1:33
the practicum and internship coordinator
1:35
at the University of Louisiana in
1:37
Monroe. I just wanted to take this time
1:40
to get you familiar with some of the
1:42
technology that we use in um in our
1:45
practicum and internship classes. The
1:47
first thing is all of our uh when we do
1:51
our meetings, we do them over Zoom.
1:52
We're an online program. So, I wanted to
1:55
point this out to you so you know how to
1:57
use Zoom. But also, let's say that you
1:59
normally see students in person and you
2:02
get sick and you need to do maybe a Zoom
2:04
meeting to meet with them. I just want
2:06
to make sure that you understand how it
2:07
works so that you will feel familiar and
2:09
you'll feel comfortable with it. So,
2:11
over here, I just pulled up the Zoom
2:13
page and you can get a free plan from
2:15
them, no charge. Um, your student will
2:18
also have their own Zoom account from
2:21
the university. So, if you'd rather not
2:23
get an account or mess with it, you can
2:25
always ask your student if they would go
2:27
ahead and set up um the meeting for you
2:30
through that. Now, if we come to the
2:32
main page right here, you have something
2:34
called a personal room. When you click
2:36
on that, it gives you a personal invite
2:38
link. So, anytime you want to meet with
2:40
your student, you would just copy the
2:42
link and you would send it to them
2:44
through the email and you'd figure out
2:46
what time you're going to meet and then
2:48
when it's time for the meeting to start,
2:50
you will come back to the personal room
2:52
and you will click start and that will
2:54
start the meeting and then your student
2:56
will click on the link on their end and
2:58
it will bring them to the meeting so you
3:00
guys can work together. So, it's also
3:02
the same way if you get an invitation
3:05
from your student, you'll just click on
3:07
it. Zoom will pop up on your computer
3:10
and you will be able to um to do your
3:13
communications that way.
3:20
Hello, I'm Dr. Poppy Moon. I am the
3:23
practicum and internship coordinator at
3:24
the University of Louisiana and Monroe.
3:27
And I just wanted to take a minute to go
3:29
over our software program called Tivera.
3:31
Tivera is where we keep all of our
3:33
records and where we house all of our
3:35
different um different tasks that we do
3:37
in Tivera. So once you log in to your
3:40
site or to to your um into your Tivera
3:43
account, the first thing that you might
3:44
want to go and check out is the learning
3:46
space. The learning space helps you get
3:48
started. So if you want to add a profile
3:50
picture or set a theme so that it looks
3:52
fancy. And then it also gives you some
3:54
information on how to do the most common
3:57
tasks. So I'm going to go over the most
3:59
common tasks that you're going to use,
4:01
but you can also come here if you need a
4:03
reference. Now, if you look at your
4:05
homepage, it will say program tasks. And
4:08
if we look here, there are no program
4:10
tasks for you. So that's not going to be
4:12
something that you're going to need to
4:13
worry about. The next one is records.
4:15
And on here, you can look back over
4:17
different things that you have done and
4:18
different things that you have
4:20
completed. Now, usually when a student
4:22
sends you a time sheet or some type of
4:25
worksheet that you need to sign, it will
4:27
go to your regular email, whatever email
4:29
we have on file, and it will let you
4:31
know, hey, there's a task that you need
4:33
to do. Ta is really cool about fixing
4:36
things so that they'll be easy for you.
4:38
So, here is my email that I've been
4:40
using for this. And you'll see that it
4:43
says, "Hey, you've gotten a new task
4:45
from the ulm student." And it's very
4:47
easy. All you need to do is click here
4:48
and it will take you directly to the
4:50
task. However, if you are just in your
4:53
main TEA screen and you're like, hey,
4:55
what do I need to do? Let me check out
4:56
everything. Then you can go over to the
4:59
student dashboard. Let's say that you
5:01
are supervising more than one of our
5:03
students. When you come to the student
5:05
dashboard, it'll have a little drop down
5:07
and you can choose what student you're
5:09
working with. So, I happen to be working
5:10
with the ulm student test here. There we
5:14
go.
5:15
and it has some tasks that I need to do.
5:18
So, these are tasks that my student has
5:20
sent to me that I need to look over and
5:22
that I need to sign. So, let's take a
5:25
look at the fieldwork goals and
5:26
agreement form.
5:30
And Sear is being slow. So, when it
5:32
opens, we'll take a look at it.
5:36
All right. This is something that you
5:37
will be doing with your student during
5:39
the first week of their program. And all
5:42
that is is you're going to go over some
5:44
different things. The first one is a
5:46
review of the field site expectations.
5:48
So these are things that you would like
5:50
them to understand. So what duties and
5:52
responsibilities do you expect them to
5:54
do at the site? Um this one says
5:56
supervision plan. You're going to meet
5:58
with them for at least one hour over the
6:00
course of the week. So you don't have to
6:02
sit down in just one meeting, but you
6:03
can break that up over the course of the
6:05
week. Now it says individual or triadic
6:08
supervision here. Our accrediting body
6:10
allows you to do supervision with up to
6:12
three student interns at a time. So you
6:14
may work with them individually or you
6:16
may work with them a group in a group.
6:18
So either of those is okay. One of the
6:20
things that you'll be doing is reviewing
6:22
and signing their weekly logs and then
6:24
talk about group counseling. So in
6:26
practicum, which is where most of your
6:28
students now are now, they are required
6:30
to do at least four to five group
6:33
sessions and they can lead those or they
6:35
can co co-lead those. So, you want to
6:37
talk about that and how that's going to
6:38
work at your site. The most important
6:40
thing that I want you to focus on is
6:42
emergency procedures because these
6:44
students are very new. They have not
6:45
worked with actual clients before and
6:47
this can be kind of nerve-wracking for
6:50
them. So, explain to them how the
6:51
process works. So, if they're coming to
6:54
you or maybe you were off site but
6:56
another licensed professional is there
6:58
to supervise them, just make sure they
7:00
know the process and the procedures in
7:02
case there's an emergency. Check the
7:04
ethical guidelines. go over the ACA code
7:06
of ethics with them. And then this is
7:08
just to remind you, you're going to
7:10
review two of the students recordings
7:12
throughout the session. So our students
7:14
are supposed to record on site.
7:16
Sometimes we have sites that may not be
7:19
doing recording because they're a
7:20
secondary site and they're doing group.
7:22
So that may not really apply to you. But
7:24
if you're at the primary site where the
7:25
students recording, during that time, I
7:28
want you to sit with the student and
7:29
look at two of their recordings. And
7:31
then you'll complete a site supervisor
7:33
evaluation form for them. and that gives
7:35
them a nice little narrative to
7:36
understand what they're doing right and
7:38
different things that they need to work
7:39
on. That form is located in the site
7:41
supervisor handbook which I will be sure
7:43
to send you the most current copy at the
7:45
beginning of the semester and you'll
7:47
talk about that with your student. If
7:49
you can't find the site supervisor
7:51
handbook or if you can't find a copy of
7:52
it, your student also will have one in
7:54
their copy of the practicum in an
7:56
internship handbook.
7:59
Here you're going to just talk and go
8:00
over the reporting policy. Most likely
8:03
you were doing recording at your site
8:04
because this is practicum and it's
8:06
required. But maybe you're the secondary
8:07
site and you're doing group and that's
8:09
not you're not allowed to record there.
8:11
So just click whichever one is working
8:13
for you. And then here is just the group
8:16
counseling requirement. You'll just
8:17
check that because you'll be working
8:18
with them. Now I want you to sit down
8:20
with the student and come up with some
8:22
different professional goals for the
8:23
semester. and you can work with them to
8:25
figure out any type of goals that
8:27
they're interested in and anything that
8:28
you want them to do while you're working
8:30
with them throughout the semester. The
8:32
next part is a resources and learning
8:34
plan and have the student talk about
8:37
what are you most excited to learn about
8:39
and share that there. And then also talk
8:41
to them about self-care. I know a lot of
8:43
times they're very excited and they want
8:44
to see a lot of clients. They may be
8:46
doing that backtoback, but explain to
8:48
them how they can take some time out so
8:50
they can recharge before they go into
8:52
and work with clients again. Also, this
8:54
is an anticipated challenge section and
8:57
talk to them about, hey, this is where I
8:59
had problems when I was learning. So, I
9:01
want to share that with you and let's
9:03
talk about how that can work or how you
9:05
can um get extra support or maybe
9:07
there's any technology that you want to
9:08
learn about. So, anything that that
9:10
you're interested in can go there. And
9:12
once you have completed that, you can
9:15
sign the document.
9:17
Okay? And I'm going to give you a tip
9:19
that's going to save you so much time.
9:21
When you do sign the document, it kind
9:23
of gives you an option to sign it with
9:25
um the mouse or it gives you the option
9:27
to sign it with your with your actual
9:30
name and your login code. So, I always
9:32
do that because it's easier and it
9:34
doesn't drive me nuts when I have to
9:37
when I have to look at it. All right,
9:39
let me go down here next. Our week one
9:41
time log. So, every week they are going
9:43
to complete a time log of the hours that
9:45
they did and then you will look over
9:47
that and you will sign that for them. So
9:49
on the time log you have some different
9:51
things. We have our total direct hours
9:53
that that we're looking at. And direct
9:55
hours are anytime they are directly with
9:57
a client. That's my rule of thumb. If
9:59
the client's there, it's a direct
10:00
contact hours. So this can be in a lot
10:02
of different things. Maybe it's
10:03
individual counseling and group
10:05
counseling. If the student's in a
10:06
school, that might look like classroom
10:08
guidance. And also consultation. So if
10:10
the student is sitting in with you and
10:12
the treatment team and you were talking
10:14
about a specific person and their
10:16
treatment plan, that would count as
10:17
consultation. But if they're just
10:19
hanging out and it's a staff meeting and
10:20
you're not focused on someone in
10:22
particular, then that would not count as
10:23
direct contact. That would be under
10:25
indirect contact. So, we have some other
10:27
indirect hours like recordkeeping, um,
10:30
if you're taking them to a seminar or a
10:32
workshop. And then we're also going to
10:34
have the individual supervision on the
10:36
site. So, that should equal up to one
10:38
hour. So, make sure that that's always
10:40
correct. And then we have university
10:42
group supervision every week and that's
10:44
for an hour and a half. So, they should
10:46
also have that there. So just make sure
10:48
that they have those two in with all of
10:50
the other hours. So we get to see the
10:52
hours that they did over that week and
10:54
then we get to see the hours that are
10:55
cumulative because your student is
10:57
working towards a certain number of
10:59
hours. So they're in practicum that's
11:01
going to be 100 hours and they're going
11:04
to have 20 direct contact and 30
11:06
indirect. And then if they are in
11:08
internship they will be working towards
11:10
300 hours. So if you look over this and
11:13
you're happy then you can go over here
11:15
and you can sign it. So, see here's the
11:17
terrible one where it wants you to do it
11:19
with your signature. But this is the one
11:20
where I can just enter my login and my
11:22
password. Sign it.
11:26
And
11:28
the log is finished. Yay. So, that's
11:30
good. We finished that. Now, I have just
11:32
two more tasks that are located here.
11:35
This first one is the practicum group
11:37
counseling log. This is how we track
11:40
that the student has done four to five
11:42
group sessions. And on this log, you'll
11:44
sit down with them. They can fill out
11:46
most of it, but you'll be signing off on
11:48
it. So, it'll just talk about the
11:50
purpose and goals of the group overall.
11:52
And then each section, the student is
11:54
going to give you the date, the topic,
11:55
kind of a brief summary about it, and
11:57
their key takeaways, challenges, and
11:59
growth. So, they'll do that for all of
12:01
the sessions. And you can wait until
12:03
they're done. You don't have to sign you
12:05
just wait until until everything is
12:06
filled out before they send it to you.
12:08
And once it's there and you look over it
12:10
and you're happy with it, then you can
12:12
sign off on that. And this you might get
12:15
this towards the end of the semester or
12:17
maybe if you did all of them at the you
12:18
know in the first few weeks of the
12:20
semester. It just depends. So you may
12:21
not get that the first week. You may get
12:23
it in you know later weeks of the
12:25
semester. Okay. This is the most
12:27
important part that you will do. And
12:28
this is the midterm evaluation of the
12:31
student. Towards the end of the semester
12:33
you will also get the final evaluation
12:34
that you can fill out on how they're
12:36
doing. Completed tasks to make sure that
12:38
you have signed everything and it will
12:40
say completed. So if your student's
12:42
like, "Oh, I don't have it back. it
12:43
didn't come to me. Then you can check
12:45
and make sure that it's there. So you'll
12:47
have a task if you haven't completed
12:49
something. Here are the time sheets. If
12:51
you wanted to go over and look at every
12:53
single thing that they logged in, you
12:55
can definitely do that. And then over
12:57
here on the documents, these are
12:58
different things that you have done as
13:00
well. So that's basically to in a
13:03
nutshell with the different things that
13:04
you'll be doing for it. So if you're
13:06
confused or if you have any problems
13:08
with it, please let me know. Our
13:09
students are not allowed to do paper
13:11
records. So they can't print out
13:13
something and ask you to sign it and
13:15
then send it to me. Everything has to be
13:17
done inside to Vera. So if there's a
13:19
technical glitch or some type of
13:20
problem, please have them, you know, let
13:23
me know and then I'm happy to work with
13:24
them on that. So thanks for um thanks
13:28
for being a site supervisor and I know
13:29
that your student is really looking
13:31
forward to working with you this
13:32
semester.
13:40
Hi everyone. I just wanted to jump on
13:42
here real quick and just give you a
13:46
quick little guided tour. It'll take
13:48
just a couple minutes. Um, when you
13:51
click on the acclaim link that's in your
13:56
course, it will take you to a screen
13:59
that is either for practicum or
14:01
internship active course and it will
14:04
say, you know, pay your $25, set up your
14:06
account. Literally takes 30 seconds. And
14:10
then you're going to um pop into one of
14:12
these um I'm going to go ahead and open
14:15
that up. You're going to pop into one of
14:17
these classes. It'll either say
14:18
practicum or internship.
14:20
And this is where we're going to record
14:23
um each week or whenever your week is.
14:27
And so what you're going to do is you
14:29
should your instructor should already
14:30
have um a couple of folders in here.
14:33
They might choose to do it by name or
14:36
date or by the week. But in any case,
14:37
you're going to open one of these
14:38
folders and you're going to come over
14:41
here to add files.
14:44
Click on that. And I recommend that you
14:47
click on record at the time of
14:49
recording. So, you're going to set up
14:52
your laptop or your phone, open up your
14:54
acclaim uh platform, go right into your
14:57
class, click record, and this way you
14:59
don't have to have any um recording on
15:02
your devices or anything like that. I
15:05
have had students click on upload. They
15:08
recorded onto their phone and then
15:09
upload. Um, that's not ideal for a
15:12
number of reasons, mostly HIPPA
15:14
compliance, but um, but also I've heard
15:17
students tell me that the upload,
15:19
depending on your internet connection
15:20
and the quality and speed of your your
15:23
device, um, that sometimes the upload
15:25
can take hours and especially if you're
15:27
recording an entire session. So, what I
15:30
had to have students do is go ahead and
15:32
go in here, click on record, just go
15:34
ahead and record the whole entire
15:35
session so you don't have to be um you
15:37
know, fiddling with it while you're
15:39
seeing your client. And then at the end
15:41
when uh when you're all done, just tell
15:43
us which 10 minutes to watch. You know,
15:46
you can say watch from, you know, uh 12
15:51
minutes to 22 minutes or something like
15:53
that. So, um, every little bit of your
15:57
recording will has timestamped, uh,
16:00
options and then when folks go in to,
16:03
um, watch your video, they can actually
16:06
put comments in, uh, at certain time
16:09
stamps. So, when you go back and watch
16:10
your video after everyone's made their
16:13
comments, the comments will pop up um,
16:16
right at the exact time of, you know,
16:17
what's relevant about what they're
16:19
making the comment about. So, um, so I
16:22
hope this quick little tutorial is
16:24
helpful. Um, please feel free to ask
16:27
questions as needed, but this really
16:30
should be, um, fairly simple and
16:31
straightforward. Um, this is this is
16:34
the, uh, approved way to, um, to do your
16:38
videos. And, um, yeah, just let your
16:40
instructor know if you have any
16:42
questions. All right, have a great rest
16:44
of your day.



